
RECORDS RETENTION AND DISPOSAL SCHEDULE 

No. C-647 

Page 
No. I ^ b 1 -

Agency 
St.Mary's County 

Division 
Office on Aging -In-Home Services 

Item 
No. Description Retention 

In-Home Service Aide Reporting Forms 

Tally sheet forms used by Adies to report daily 
service activities to clients. Each form 
summarizes a month's service for one client. 
Forms are used to compile units of service for 
quarterly reports. 

Time Sheets 

Copies of time sheets for Senior Aides. Time 
sheets are filled out by the aides, reviewed by 
supervisor and signed by aides. Originals sent 
to State Office; copies held in local office for 
reference. 

Administrative Files 

Copies of grants, budget printouts, printed 
reference and promotional materials, correspondence, 
blank forms copies of personnel files (originals 
with State Office) and worksheets for reports. 

Log-in Sheets 

Phone log for client messages. Entries contain 
name of caller, message and aide relayed to. 
Information was included in units of service for 
quarterly reports. 

Senior Coordinated Community Care-Client Files 
Active (Gateway II) 

Folders on active clients containing STEPS 
evaluations (done by Health Department), intake 
forms, income criteria information. 

Senior Coordinated Community Care - Clients Files-
Inactive (Gateway II) 

Client folders containing STEPS evaluations, 
eligibility forms and personal history forms for 
former participants in program. 

Retain 1 year, then destroy. 

Retain 3 years. Retain 
current year and 1 year prio: 
in office, then transfer to 
County Records Center and 
Archives,to be held for 2 years 
then destroy. 

Retain 1 year or until 
administrative value ceases, 
then destroy. 

Retain 1 year, then destroy. 

Retain in office until 
transferred to inactive file 
(see item 6). 

Retain 7 years after death 
of'client. Retain 1 year in 
office, then transfer to Cou 
Records Center and Archives. 

Schedule approved by Department, 
Agency, or Division Representative 

Signature Title 

Schedule authorized by and destroy after 
6 years. 

Date 

Date <f-7-?</ State Archivist Date 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation sheet) 

No. c-647 
Page 
No. ^ 

Item 
No. Description Retention 

Senior Coordinated Community Care—Administrative 

Copies of line-item expenditures, intake forms, 
fiscal worksheets, contracts and invoices related 
to Senior Coordinated Community Care program. 
All of the fiscal information is non-record copies. 

Lifeline Services 

Printed materials, promotional materials, 
monthly monitor reports. All bills related to 
monthly reports filed with Fiscal division, 
reports contain notices of any problems. 

Respite Care Program 

Files of applications of Respite Care Program 
workers and references. The Respite Care Program 
was transferred to Department of Social Services 
and names of workers given to the Dept. 

Retain for 1 year or until 
administrative value ceases 
then destroy. 

Retain printed materials 
until superceded or until 
administrative value ceases 
Ehendestroy^ Retain 
monthly reports for 1 year, 
then destroy. 

Retain 1 year from date 
of last application, then 
destroy. 



IHbTKUCTI QMS --TYPE OR PHINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS BSO-t ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE or 
"DEPARTMENT / AGENCY 

St. Mary's County 
2. DIVISION 
Office on Aging 

UNIT 
In-Home Services 

DEFINITION-RECORD SERIES-* O R O U F °r
 « K L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 

R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Respite Care Program 

8. EARLIEST YEAR/LATEST YEAR 
T n a r M y p TO _ _ _ _ _ 

6. RECORD SERIES DESCRIPTION j B R , l " ' U Y D E S C R I B E T H E T Y R E S O F I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ] 

Files of applications of respite care workers and references. The Respite Care 
Program was transferred to Department of Social Services and names of workers given 
to that department. 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE D MICROFILM 
XES LEGAL SIZE • COMPUTER TAPE 

BOOK O FLOPPY DISK 
O AUDIO TAPE • VIDEO TAPE 
D OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
ALPHABETICAL 

O NUMERICAL 
• CHRONOLOGICAL 
Q GEOGRAPHICAL 
• OTHER(SPEC I FY) 

9. VOLUME 

_J 
N U M B E R 

ft FILE DRAWER(S) 
• MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
D OTHER!SPEC I FY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S) 
Q MICROFILM REEL(S) 

NuUbEK d COMPUTER TAPE(S) 
D OTHER(SPFCIFY) 

1 1 . FILE IS USED 
D DAILY • WEEKLY D MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Garvey Center - In-Home Services office 

'2. FILE BECOMES INACTIVE AFTER 
^•f.-!- 6 1 7 D MONTH(S) D YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
( I F Y E S , S P E C I F Y / . O E K C Y O R O F F I C E ) 
a Y E S S ^ o 

15. ACCESS RESTRICTIONS XXQ YES • NO 
(IF Y E S , C I T E LAS(s) & R E O U L A T I ON(S) 

16. AUDIT REQUIREMENTS 

fiXNONE D STATE D FEDERAL E INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D V A R E . / S O F T W A R E ) 

O YES ^ NO 

I 8 . RECOMMENDED RETENTION 

Retain 1 year after last application filed, 
then destroy. 

19. NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

2 0. TELEPHONE NUMBER 

(301) 475-7844 

2 I . DATE 

9/7/89 

DCS 550-4 (REVISED 2/87) 



INiaTKUCT IONS - - TYPE OR PR I NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
IPGS 850 -1 J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

CW7 
A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF 

'DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

UNIT 
In-Home Services 

DEFINITION •RECORD SERIES-* O H O U ' * O F ""LATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS SELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
In-Home Services Aide Reporting Forms 

EARLIEST YEAR/LATEST YEAR 
1 7,/fifi T O _____ 

6. RECORD SERIES DESCRIPTION ^ B R , K F t - V DESCRIBE THE TYPES O P IN FORMAT I ON/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEP"tESJ 

Tally sheet forms used by Senior Aides to report daily service activities to clients. 
Each form summarizes a month's service for one client. Forms are used to compile 
units of service for quarterly reports. 

7. RECORD SERIES FORMAT(S] 
a LETTER SIZE O MICROFILM 
• LEGAL SIZE ° COMPUTER TAPE 

BOOK ° FLOPPY DISK 
D AUDIO TAPE ° VIDEO TAPE 
• OTHER{SPECIFY) 

8. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
D NUMERICAL 
>OC CHRONOLOGICAL 
• GEOGRAPHICAL 
• OTHER(SPEC I FYJ 

VOLUME 

NUMBER 

38c FILE DRAWER (S ) 
a MICROFILM REEL(S) 
• COMPUTER TAPE(S) 
• OTHER( SPEC I FY ) 

I 0. ANNUAL ACCUMULATION 
XX FILE DRAWER(S) 

, • MICROFILM REEL(S J 
NUMBBT* d COMPUTER TAPE ( S ) 

• O T H r B ( S P F r l F Y ) 

11 FILE IS USED 
O DAILY O WEEKLY MONTHLY 

13. CURRENT LOCATION!S) ( BLDG.,FLOOR,ROOM J 
Garvey Center - In-Home services office 

12 . FILE BECOMES INACTIVE AFTER 
MONTH ( S ) O YEAR(S] 

14 , IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I P Y / . O E N C Y O R O F F I C E ) 
O YES XH NO 

15. ACCESS RESTRICTIONS BxYES • NO 
( I F Y E S , C I T E L A W ( B ) a R B O U L A T I O N ( S ) 

MD Annotated Code, State Government §10-616c 

16. AUDIT REQUIREMENTS 

l^NONE O STATE O FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IP YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDS ARE./SOFTWARE ) 

° YES & NO 

18. RECOMMENDED RETENTION 
Retain 1 year, then .destroy" 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21 . DATE' ' 
9/7/89 

DCS 550-4 (REVISED 2/87) 



I HSJTKUCT IONS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 9B0-1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

11,17 
A G E N C Y R E C O R D S I N V E N T O R Y 

P A C E O F 

"DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
"Office on Aging 

3. UNIT 
In-Home Services 

DEFINITION-RECORD SERIES- A O R O W O W W H - A T S D R E C O R D S N O R M A L L Y F I L E D A M D U S E D A8 A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N F U R F O B E B 

4. RECORD SERIES TITLE 
Time Sheets - Senior Aides 

8. EARLIEST YEAR/LATEST YEAR 
jm-To 1989 

6. RECORD SERIES DESCRIPTION (8,,IE,,UY " E S C R I B E T H E T Y R E S O P IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
I N THE SERIES. I N C L U D E T H E P U R F O S E O R F U N C T I O N O F T H E B E P I E S 

Copies of time sheets for Senior aides. Time sheets are filled out by the Aides, 
reviewed by supervisor and signed. Originals are sent to State Office; copies held 
in local office. 

7. RECORD SERIES FORMAT(S J . 
33t LETTER SIZE • MICROFILM 
a LEGAL SIZE • COMPUTER TAPE 

BOOK a FLOPPY DISK 
• AUDIO TAPE • VIDEO TAPE 
O OTHER(SPEC I FY) 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 

X 2 B C CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPEC I FY) 

9. VOLUME 
X 2 FILE DRAWER(S) 
• MICROFILM REEL(S) 

1 D COMPUTER TAPE(S) 
N U M B E W • OTHER(SPEC I FY) 

I 0. ANNUAL ACCUMULATI ON 
S FILE DRAWER(S) 
• MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
• OTMFR(gprrirv) 

11 FILE IS USED 
Q DAILY D WEEKLY Qc MONTHLY 

12, FILE BECOMES INACTIVE AFTER 
KUmW ^ MONTH( S) gxYEAR( S l 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Garvey Center - In-Home Services Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
( I F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
a YES o N O state Office on Aging 

15. ACCESS RESTRICTIONS jStYES • NO 
(IF Y E S , CITE LAW(s) & REOULATION(S) 

MD Annotated Code, State Gov. §10-616h 

16. AUDIT REQUIREMENTS 

5 NONE • STATE O FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p Y E S . E X P L A I N 
Bfi I B P L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

O YES B NO 

16. RECOMMENDED RETENTION 
Retain 3 years. Retain current year and 

1 year prior in office, then transfer to 
County Records Center and Archives. 

13". NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I . DATE 
9/7/89 

DCS 550-4 (REVISED 2/87) 



INSTRUCT 1 QMS--TYPE O R PRINT A 
SEPARATE FORM F O R E A C H N E W O R 
REVISED R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DCS 980-1) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P.O. B O X 278 

J E S S U P , M A R Y L A N D 20794 

M l 
A G E N C Y R E C O R D S I N V E N T O R Y 

INSTRUCT 1 QMS--TYPE O R PRINT A 
SEPARATE FORM F O R E A C H N E W O R 
REVISED R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DCS 980-1) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P.O. B O X 278 

J E S S U P , M A R Y L A N D 20794 P A C E O F _ 2 _ 

^ P ^ D E P A R T M E N T / A G E N C Y 

St. Mary's County 
2. D I V I S I O N 

Office on Aging 
3. U N I T 

In-Home Services 
D E F I N I T I O N - R E C O R D S E R I E S - * O R O U F 0 R »"»-ATED R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 

R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. R E C O R D S E R I E S T I T L E 

Administrative Files 
8. E A R L I E S T Y E A R / L A T E S T Y E A R 

i.q̂i,i T O _ig&9_ 
! 6. RECORD SERIES DESCRIPTION (BRI*RLV D E S C R I B E T H E T Y P E S O P IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
| 'IN T H E S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S » 
i » 
Copies of grants, budget printouts and printed reference material used as backup copies 
and quick reference. Also includes correspondence, blank forms, copies of personnel files 
(Originals with State Office) and worksheets for reports. 

7. RECORD SERIES FORMAT(S) 
xB LETTER SIZE • MICROFILM 
° LEGAL SIZE O COMPUTER TAPE 
^^^OUND B O O K • FLOPPY DISK 

O AUDIO TAPE • VIDEO TAPE 
a OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
x8 ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL. 
O GEOGRAPHICAL 
0 OTHER(SPEC I FY) 

9. VOLUME 
3 & F1LE DRAWER(S) 
n M I C R O F I L M REEL(S) 

1 • COMPUTER TAPE(S> 
N U M B E R p O T H E R ( S p E c l F Y ) 

10. ANNUAL ACCUMULATION 
XX FILE DRAWER(S) 

\ • MICROFILM REEL(S) 
n U M B C ft w • hn • nr \ ' f 

O Q T H P B l S P F r i r v l 
1 1 ' F1LE IS USED 

° DAILY • WEEKLY 8 MONTHLY 
1 2 • FILE BECOMES I N A C T I V E AFTER 
nLnnr D ^ V E A R ( S ) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Garvey Center - In-Home Services office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF Y E S , S P E C I F Y / . O E N C Y O R O F F I C E ) 
Q YES 13 NO 

15. ACCESS RESTRICTIONS • YES XH NO 
( I F Y E S , C I T E L A W ( S ) * R E G U L A T I O N ! S ) 

16. AUDIT REQUIREMENTS 

ScNONE • STATE ° FEDERAL 0 INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT { I P Y E S . E X P L A I N 
B P . I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• YES K X NO 

18. RECOMMENDED RETENTION „„,̂ , 

Retain 1 year or until-*admi'ni"st'̂ ajtSivei 

use completed, r V 5* V W \ 
\ . \ 

f.'-i \ 

U . . ... \ 

1^\ NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

S -A . 
21. DATE . -

\ 97,7/89 ' 

DCS 550-4 (REVISED 2/87) 



IHbTKUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS SBO•t) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

£ 6 V 7 
A G E N C Y R E C O R D S I N V E N T O R Y 

IHbTKUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS SBO•t) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE £~ OF ^ 

"wB^DEPARTMENT/AGENCY 

i St. Marv's Countv 

2. DIVISION 

Office on Aeine 

S . UNIT 
Tn-Hrmip Spnn'rpq 

DEFINITION*RECORD SERIES-* O B O U P ° R " " L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S S E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

j 4. RECORD SERIES TITLE 
1 Log-In Sheets 

8. EARLIEST YEAR/LATEST YEAR 
TO 1Q87 

I 6 t RECORD SERIES DESCRIPTION (BR,,tF--V DESCRIBE THE TYPES O F IN FORMAT I ON/DOCUMENTS/FORMS FOUND 
I IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPtES) 

Phone log for client messages. Entries contain name of caller, message and aide 
message relayed to. Information was included in units of service for quarterly 
reports. 

I 

I 

7. R E C O R D S E R I E S F O R M A T ( S ] 

X X L E T T E R S I Z E D M I C R O F I L M 

O L E G A L S I Z E O C O M P U T E R T A P E 

^ ^ O U N D B O O K a F L O P P Y D I S K 

8. R E C O R D S E R I E S S E Q U E N C E 

O A L P H A B E T I C A L 

• N U M E R I C A L 

X X C H R O N O L O G 1 C A L 

O G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 

9. V O L U M E 
X * F I L E D R A W E R ( S ) 
B M I C R O F I L M R E E L ( S ) 

£ 0 C O M P U T E R T A P E 1S 1 
N U M B E R Q O T H E R ( S P E C L F Y ) 

• A U D I O T A P E 0 V I D E O T A P E 

D O T K E R ( S P E C IFY) 

8. R E C O R D S E R I E S S E Q U E N C E 

O A L P H A B E T I C A L 

• N U M E R I C A L 

X X C H R O N O L O G 1 C A L 

O G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 
10. A N N U A L A C C U M U L A T 1 O N 

D F I L E D R A W E R ( S } 
• M I C R O F I L M R E E L ( S ) 

N U M B E R %J l en 1 tvs. 1 a J 
• OTHFR/SPPflFVl 

1 1 * FILE IS U S E D 
Q D A I L Y O W E E K L Y R M O N T H L Y 

1 2 • FILE B E C O M E S INACTIVE A F T E R 

N W X S M O N T H ( S ) D V E A R ( S , 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 

Garvey Center - In-home Services office 
14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E 1 

I I F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
Q Y E S B N O 

15. A C C E S S R E S T R I C T I O N S • Y E S N O 
( I F Y E S , C I T E LAS(s) Si R B O U L A T 1 ON ( S J 

16. A U D I T R E Q U I R E M E N T S 

X B N O N E • S T A T E • FEDERAL • I N D E P E N D E N T 

17. IS A N IN D E X S Y S T E M U S E D T (|p Y E S • E X P L A IN 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

• Y E S * K N O 

18. R E C O M M E N D E D R E T E N T I O N 

Retain 1 year, then destroy. 

19. NAME A N D T I T L E O F P R E P A R E R 
Jan Blodgett/County Archivist 

20. T E L E P H O N E N U M B E R 
(301) 475-7844 

2 I . D A T E 
9/7/89 

DCS 550-4 (REVISED 2/87) 



IHSTRUCTIQMS - -TYPE O R P R I N T A 
S E P A R A T E FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DGS B B O - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 8 W A T E R L O O R O A D 
P.O. B O X 278 

J E S S U P , M A R Y L A N D 2 0 7 0 4 

A G E N C Y R E C O R D S I N V E N T O R Y 

P A G E 

" D E P A R T M E N T / A G E N C Y 

St. Mary's County 
2 . D I V I S I O N 

Office of Aging 
3. U N I T 

In-Home Services 
D E F I N I T I O N - R E C O R D S E R I E S A G R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 

R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S •_ 

4. R E C O R D S E R I E S T I T L E 
Senior Coordinated Community Care (Gateway II) - Client Files 

E A R L I E S T Y E A R / L A T E S T Y E A R 
active T O Active 

I 6. R E C O R D S E R I E S D E S C R I P T I O N (BB""'L-V D E S C R I B E T H E T Y P E S O P IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
I N T H E S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Folders on active clients containing STEPS evaluation, intake form, income criteria 
information. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

^ L E T T E R S I Z E O M I C R O F I L M 

O L E G A L S I Z E • C O M P U T E R T A P E 

B O O K • F L O P P Y D I S K 

E A U D I O T A P E a V I D E O T A P E 

• O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

• A L P H A B E T I C A L 

^ N U M E R I C A L 

O CHRONOLOGICAL. 

Q G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 

V O L U M E 

2 
N U M B E R 

B^FILE D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
D C O M P U T E R T A P E ( S ) 
• O T H E R ( S P E C I F Y ) 

I 0. A N N U A L A C C U M U L A T I O N 
0 F I L E D R A W E R ( S ) 
a M I C R O F I L M R E E L ( S ) 

NUHBgw D C O M P U T E R T A P E ( S ) 
• Q T H F B ( f i P F r l F Y ) 

t 1 FILE IS U S E D 
D D A I L Y Q W E E K L Y *1 M O N T H L Y 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . . F L O O R , R O O M ) 
Garvey Center - In-Home Services office 

12 . F ILE B E C O M E S INACTIVE A F T E R 
clients leave M O M T H ( S ) • Y E A R ( S ) 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
('IP Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
• Y E S O C N O 

15. A C C E S S R E S T R I C T I O N S ^ Y E S • N O 
( I F Y E S , C I T E L A W ( S ) a R B O U L A T I ON(s) 

MD Annotated Code State Gov. §10-616c 

16. A U D I T R E Q U I R E M E N T S 

& 2 N O N E • S T A T E D FEDER A L • I N D E P E N D E N T 

17. IS A N I N D E X S Y S T E M U S E D ? (IP YES.EXPLAIN 
BF.'IEFLY AND DESCRIBE ANY HARDBARs/SOFTWARE ) 

D Y E S H N O 

18. R E C O M M E N D E D R E T E N T I O N 

Retain in office until transferred to 
inactive files. ..„...—-'-*• f-\ % 

19. N A M E A N D T I T L E O F P R E P A R E R 

Jan Blodgett/County Archivist 
2 0 . T E L E P H O N E N U M B E R 

(301) 475-7844 
2.1 . D A T E 

9/7/89 

D G S 580-4 ( R E V I S E D 2 / 8 7 ) 



IHSTKUCTIQMS - -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 550 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

CM7 
A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE *7 OF *7 

"DEPARTMENT/AGENCY 

Sr. Mary's Count 

2. DIVISION 
Office on Aging 

S. UNIT 
In-Home Services 

DEFINITION-RECORD SERIES-* O R O U R ° r "*t-ATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •_ 

4. RECORD SERIES TITLE 
Senior Coordinated Community Care - Client Folders 

5. EARLIEST YEAR/LATEST YEAR 

inac tiara TO 

6. RECORD SERIES DESCRIPTION J B R I K F l - V D E S C R I B E T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Client folders for deceased clients containing STEPS evaluation, eligibility form, 
and personal history cards. 

I 
I 

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME 
• LETTER SIZE • MICROFILM 3 & ALPHABETICAL ^ FILE DRAWER(S) 

SxLEGAL S I Z E O COMPUTER T A P E • NUMERICAL 
• MICROFILM REEL(S) 

^ • COMPUTER TAPE1S1 
N U M B E R D oTHER{SPEC I FY) ^^SOUND B O O K • FLOPPY DISK • CHRONOLOGICAL 

• MICROFILM REEL(S) 
^ • COMPUTER TAPE1S1 

N U M B E R D oTHER{SPEC I FY) 

D AUDIO TAPE • VIDEO TAPE D GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
CJ O T H E R ( SPEC I FY) D OTHER(SPECIFY) &CFILE DRAWER(S) 

1" • MICROFILM REEL(S) 

• O T H F B l f i P P r l F V l 

1 1 ' FILE IS USED 1 2 • FILE BECOMES INACTIVE AFTER 
B DAILY 0 WEEKLY & MONTHLY Jnnrr ^ M O N T H ( s ) * Y E A R ( S , 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHEREt 
( I F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 

Garvey Center - In-Home Services office • YES BXNO 

15. ACCESS RESTRICTIONS xSxYES 0 NO 16. AUDIT REQUIREMENTS 
( I F Y E S , C I T E LAW(s) St R B O U L A T 1 O N ( S ) 

MD Annotated Code State Gov. §10-616c BXNONE 0 STATE ° FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

18. RECOMMENDED RETENTION 

O YES ^ NO Retain 7 years after death of client. O YES ^ NO 
Retain 1 year in office, then transfer 
to County Records Center and Archives. 

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 I . DATE 

Jan Blodgett/County Archivist (301) 475-7844 9/7/89 

DCS 550-4 (REVISED 2/87) 



INSTRUCTI Q M S - -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 9 8 0 -I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 8 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 2 0 7 9 4 

CLH7 
A G E N C Y R E C O R D S I N V E N T O R Y 

PACE OF 

^DEPARTMENT/AGENCY 

St. Mary's County 

D I V I S I O N 8. UNIT 

Office on Aging In-Home Services 
DEFINITION•RECORD SERIES-* O H O U P o r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 

REFERENCE AS SELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 

Senior Coordinated Community Care - Administrative files 
8. E A R L I E S T Y E A R / L A T E S T Y E A R 

T O _989__ 

6 RECORD SERIES DESCRIPTION ( B R 1 K'''-"V DESCRIBE THE TYPES O P IN FORMAT I ON / DOCUMENTS / FORMS POUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Copies of line-item expenditures, intake forms/applications, fiscal worksheets, contracts 
and invoices related to Senior Coordinated Community Care program. All of the fiscal 
information is duplicated and the record copies held by the Finance Division of the Office 
on Aging. These files used for director's backup and reference. 

7. RECORD SERIES FORMAT{S) 
• LETTER SIZE O MICROFILM 
SJ^EGAL SIZE Q COMPUTER TAPE 
^^BOUND BOOK O FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
a OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
ALPHABETICAL 

D NUMERICAL 
n CHRONOLOGICAL 
O GEOGRAPHICAL 
D OTHER(SPECIFY) 

VOLUME 
X X FILE DRAWER ( S) 
• MICROFILM REEL(S) 

i 0 COMPUTER TAPE(S) 
N U M B B * O OTHER)SPEC I FY) 

I 0. ANNUAL ACCUMULATI ON 
^ F I L E DRAWER( S) 
O MICROFILM REEL(S) 

NUUBKR d COMPUTER TAPE(S) 
P QTHER(SPECIFY) 

6" 

11 FILE IS U S E D 
• D A I L Y O W E E K L Y S^MONTHLY 

12, FILE BECOMES INACTIVE AFTER 
1 D MONTH{ S ) X X Y E A R ( S ) 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 

Garvey Center - In-Home Services office 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(IF YES, SPECIFY AGENCY OR OFFICE) 
D X Y E S D N O Finance Division/Office on Aging 

15. ACCESS RESTRICTIONS • YES X& NO 
(lF YES, CITE LAV(s) ft RBGULATI ON(S) 

16. AUDIT REQUIREMENTS 

xSxNONE • STATE D FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IP YEB.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDBARS/SOFTWARE) 

O YES CJcxNO 

18. RECOMMENDED RETENTION 

Retain 1 year or until administrative 
value ceases. 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

2 0 . TELEPHONE NUMBER 
(301) 475-7844 

2 1 . D A T E 

9/7/89 

DGS 5 5 0 - 4 (REVISED 2 / 8 7 ) 



INSTRUCT IONS- -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

CM 
A G E N C Y R E C O R D S I N V E N T O R Y 

INSTRUCT IONS- -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE *T OF *f 

nRlEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Office on Aging 

3. UNIT 
In-Home Services 

DEFINITION-RECORD SERIES-* O R O l " , °r R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S S E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 

Lifeline Service 
8. EARLIEST YEAR/LATEST YEAR 

aotiara JJlMJJ-ve 
I 6. RECORD SERIES DESCRIPTION j B R I K , , , - Y D E S C R I B E T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 
i I N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Printed materials, promotional materials, monthly monitor reports. All bills related 
to monthly reports filed with fiscal division, reports contain notices of any problems 
with the system. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

• L E T T E R S I Z E • M I C R O F I L M 

B X L E G A L S I Z E O C O M P U T E R T A P E 

^ ^ S O U N D B O O K • F L O P P Y D I S K 

• A U D I O T A P E D V I D E O T A P E 

O O T H E R { S P E C IFY) 

8. RECORD SERIES SEQUENCE 
(^ALPHABETICAL 
• NUMERICAL 
Q CHRONOLOGICAL 
O GEOGRAPHICAL 
D OTHER(SPECI FY) 

VOLUME 

N U M B E R 

Sc FILE DRAWER(S ) 
• MICROFILM REEL(S] 
O COMPUTER TAPE(S) 
• OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
TO FILE DRAWER ( S ) 

4" • MICROFILM REEL(S] 
NUUBEW d COMPUTER TAPE(S) 

: • QTHER( SPEC I FY ) 
I 1 FILE IS USED 

D DAILY 0 W E E K L Y MONTHLY 
12 FILE BECOMES INACTIVE AFTER 

HUBT " M C M T H ( , i - YEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Garvey Center - In-Home Services 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
( I F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
• YES ̂  NO 

15. ACCESS RESTRICTIONS • YES CX2ftO 
(IP Y E S , CITE L A V ( S ) 8t R E G U L A T I O N ( 8 ) 

16. AUDIT REQUIREMENTS 

©XNONE • STATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED7 (|P Y E S . E X P L A IN 
B F . I E F L Y A N D D E S C R I B E A N Y H A R D W A R E . / S O F T W A R E ) 

O YES XX NO 

18 RECOMMENDED RETENTION^ 
Retain printed material until superceded 

or administrative value ceases., Retain 
monthly monitoring reports for'1 year, then 
destroy. \ \ 

t 
Jan 

NAME AND TITLE OF PREPARER 
Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
9/7/89 

DGS 550-4 (REVISED 2/87) 


